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APPLICATION FOR RECORDS RETENTION SCHEDULE °‘°2$L‘.‘:;‘;:m‘;:.*s$::#'¢2 2&%‘5’.‘:‘5’2 ‘

___RECORDE MANAGEMENT UNIT

For instructions on completing thts form contact DHR Records Management Unit, 47 Tnmty Avenue Atlanta, Geoigia
30334. Phone - (404) 6564976 GIST: 221-4983

"DHR [ 1. GEORGIA DEPARTMENT OF HUMAN Regouaces . ARCHIVES AND HISTORY _
Application Date - Office Of Financial Services [ Application Number
Public Assistance Unit Ca {:*
__8/24/82 ' 47 Trinity Ave. S.W | 73 -7
Application Number Atlant g 363311 i ‘ [ Dates Received Date Completed
anta 4.
82-44 . ’ _ Aug 31 1982 I 0CT 25 1982
2. Person to Contact Working Title ~~ Telephone Number |
Nancy Howell L [Supervisor 656-4373
3. Action Requested N Change FilinZ Arrangement
a. []Establish Retention Schedule; record will continue to accumulate. Change List of Inclusive Materials
b. [ Dispose of present accumulation; ne further accumulation anticipated. Change Records Cut-Off Instructions
¢. X1 Amend Application No, _ 23-479 Check One: XJ Change; [0 Supercede; [ Void
4. Dates of Series - 5. __Flecords Sar[d Title !ﬁlﬁéﬁ;?ﬁﬂé:rﬁﬁ in office; if a'fi'fféréﬁ'r)" - T
Enrliest lf‘““ _ Public Assistance Check Stop Payment Pile
6. Eﬂvnsnon and Ofﬂce Function What is the function crf the Divis:on and the Office in which this racord sarles is created?
X
N A
{\ =g
7. Records Serles Description This file-'eontains the following docuimentn finclude fo};o)numba;: and rltle#_,“if any): _At;ﬁ}:h sarmples of the file.

Documaents relating to:

Included are: (Form 5114~ Stop Payment PA Check) ,which County DFCS Offices use to request a
step payment on PA check, and Public Assistance Office uses te request bank to place
stop payment od PA check; (Form 5228- Affadavit Regarding Duplicate Check), whieh 15
used to document that recipient has received a duplicate PA check;

alphabetically by county mame

File is arranged:

8. Monthly Reférence Rate Ho;v often are recor'ds‘;ef_e_r';:e::t Atq _wnigh— are: e T T e
One to six months old e Seventotwelvamonthsuld _ -~ . _:;  Thirteen to twentyfourmenthsold ____
twenty-five months and oider 7 ' L R

S “ ! s 7 —— = : X T ——— it e i e T e a1 s —mmmm e ——— PR e ————

9. Annua'l Rate of Accumulation or Records : oo i

Letter-size drawors —_— =} Logalsizedrawers - ; Shelves . ; Other fSpecify) -
, ! . ., "\., . i L
5 T S e e e e
~ Form 4898 (7-78) : " > tGver)
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YES | NO | 10. Questionnaire (Place &n "'X" in the proper column) -
a, Is this the official copy of the serias?
If not, whare is it? f ' . ‘ A
P S — - s -
b. Does the series contain confidential information requiring sécurity handling? If yes, cite law or reguiation,
__{_ ¢ Isthis a vital record? ) B N T ] ) .
N d Does thls serm have hlstoncal or Iong term research value? Lot - -
e. When one or two documents in the file make it necessary to keep tha entire file for a Iong period, could these documents
be scheduted wparately? grat e [y~ FT Sy e IT I
f. Is the information contained in this series evar published?  Myes, attach,eopy... - 2> il _ L
9. Is the information contained in this series ever analyzed and/or rétbrded in e gummarizéd report? - )
If yes, attach ich copy. . AEECE &7 p oot R
5 h. 1s there a duplication of this series in your offioe, or in another office or agency? o
If yes, where?
l. Is this series for a major portion of it} regularly microfitmed? o - . _ .
£1 ¢]: -i.s Doas the record series result in a corfputar bi'mtout?'" (S BV AT
THr - R T T e T T o R
11. Retention Requnrernants Bl P e Bl . The following requires the series to be kept:
afsiio3RM avienlonl T d2id eine
g gtars B 350-360 @Tu007 7 egr yp s d.  Audit period, v'}ars.
b. Statute of limitation — . Yyears, X ‘ e. Admmmratwe nee& ‘el Yeam,
c. Federal law —— . years. f. Federal retention instructions — - - YWars,

1
[

-
y

Attach copy or excerpt of laws or reguiations. Explain administrative need. ]

Y
]

12, Appro;e—crnisposition Instructions  This agency recommends that the file series be cut off at the end of sach:

R catendar Year; [JFiscal Year; [JOther - then,
Hold in the current files area — month(s} 1 - y8aris); then
[ Transfer to loca! holding area; hold . ___ year(s); then
& Transter to State Records Center; hold ___2__ yearis); then
ﬂ Destroy
O Transter to State Archives for permanant retention,
O Other (Specify) '
8 3zou.ey 3 eey 28013L0 2% oo Y Iuldug e AT Ire T qrsE =Rllo et ,
ooria ¢ sirrd tenr 0¥ €2 Bran 83700 canpidatazy oildeT b it o AS o 2naren GoGa
A8F. |, Olondy sdraklapd spiben o0 3PveS U4 -PECE enoT) et Ty 8T R 30 (s ande
Aanfds A9 oazzario LS 8 osInsst bed 3nigifonu s 3o ol ey
Thess instructions apply to all prior and future accumulations of the seriss.
e
Agency _Headlﬁeq[gnae {Signature) o " Date - Recordjﬂa?xégeguenw.f&éf {Sighatira)® ‘f—? g Dats
chxauy * reesre 4?7‘/5/7» M V ﬂvﬂ'@ f/z YA"Z
— & (/ = [ o
B "\ State Records Committas {Srgnaturel ‘ _ Date
Repomn'\endations in paragraph /
12 are approved. State Auditor/Designee 1D f} -
(I disapproved, attach letier tm ’ ]
of explanation.) tary of State/Designae / 7/ V/ ¢ e—

Atrtorney General/Deilgnee

Form 4938 (7-78) (Revérsa Side)
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13-477

73-478

13-4719

ATTACHMENT SHEET
/

PUBLIC ASSISTANCE AU'IHORIZATION FILES
Documents relating to the gutharization
of monetary assistance (Public A3515-
tance) to eligible receipients in the
State. Included are:

1, B0l1-Initial Authorization

2. 302-Status Change or tenmination
3. 303-Corrective Action
"
5
6

. 30k-Supplemental payment
. 306-Address Change
. 307-County hold order/Disposition
advice
7. 308-State hold order/DJ.sposz.tmn
advice
8. 309-Check undelivered notice
9, 310-Check retuwrnmed by county
10, 31u-Check cancelled at State
office
- 11, 394-394,1-Authorized for payment
to nursing home vendor
Files are arranged by batch number.

PUBLIC ASSISTANCE CANCELLED CHECK FILES
Documents relating to the expenditure of
Public Assistance Monies. 1Included are:
Form #326 - Public Assistance Cancelled
Check, Files are arranged numerically
by batch number, then by date.

COUNTY CORRESPONLDENCE FILE
Documents relating to official corres-
pondence between county Department .of
Family and Children Services and the
State Department. Included are: :
1. form letters making corrections
in date, address, status, signature
2, letters of transfer of Publlc
Assistance checks .
3. miscellaneous transmittal letters
Files are arranged alphabetically by county.

STOP PAYMENT FILES
Docurents relating to the stopping of pay-

“ment on a Public Assistance check. Included

are:

1. Dept. form 104(362)

2. County Department transmittal letter
re: Stop payment of public check
(form 654)

3. Letter from county to state

4. Letter to bank re: Stop Payment

5. Copy of public assistance check

with original check that was cancelled

6. Acknowledgement letter fram bank re:

Cancellation of public assistance check

File is arranged by county.

A

Cut off monthly; hold in current
files area for one (1) year;
transfer to State Records Center
and hold for two (2) years; then
destroy; however, records shall be
retained until resolution of audit
questions.

Cut off monthly; hold in current
files area for six (6) months;
transfer to State Records Center
for 2 1/2 years then destroy;
however records shall be retained
until resolution of audit questions.

Cut off at end of current fiscal
year; hold in current files area

for 1 year; transfer to State

Records Center and hold for two (2)
years; then destroy. However records
shall be retained until resolution
of audit questions.

Cut off at end of current fiscal
year; hold in current files area
for 1 year; transfer to State
Records Center and hold for two (2)
year; then destroy. However records
shall be retained until resolution
of audit questions.
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Continuation of Attachment Sheet
¢

OPUBLIC ASSISTANCE CHECK REGISTERS FILE

Documents relating to the issuance of
Public Assistance checks. ' Included are:
form-#353 - Georgia State Department of
Family and Children Services Check
Register.™iFiles are arranged by date and
by county.

A

Cut off at end of current fiscal
year; hold in current files area
for 1 year; transfer to State
Records center and hold for two (2)
years; then destroy. However
records shall be retained until
resolution of audit questions,




